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New Version of EKOS (V3.3.02)

Vv3.3.02 will be loaded into Mediated Production the weekend of May 21/22, 2005. EKOS will be
taken down at noon on Friday, May 20 to begin the process and will be available again on
Monday May 23. If you encounter problems accessing the new version please contact the
Cabinet Helpdesk toll free at 866-520-0002 or locally at 564-9216. You can also contact the
following EKOS Support Helpdesk staff: Michele Belcher, Sharon Burchett, Tony Cagle, Judy
Dean, Gregory Dempsey and Toddy Worley or email the EKOS Support Team mailbox at:
ekos.project@ky.gov.

Logging on to EKOS

The initial log-in process remains the same in V3.3. From the Staff Module click on “Login”.

» CUSTOMER »* PROVIDER » EMPLOYER

A Pop-Up Window will be displayed, enter your Username and Password then click on the
“Login” button. This will always log you into your Primary Office.

% CUSTOMER  PROVIDER % EMPLOYER % STAFF

Staff Detail

Inbox] Referrals n| Fund Approval

Start Date | End Date | Start Time | End Tir

Staff Preferences

The new Preferences feature in EKOS allows a staff person that works in more than one office
location to enter activities and services for the office where the work is performed. When you
click on Preferences from the Staff Module a page will be displayed that shows your Primary
Office, Current Office and a drop-down field labeled “Change Office To” and a “Change Office”
button. This is also the page where you will now change your EKOS Password. For security
purposes it is recommended that you change your Password on a monthly basis.

KentuckyUnbridledSpirit.com Km’ud(yffh

UNBRIDLED SPIRIT



Volume 6, Issue 1, Page 2 EMPLOYKY UPDATE Training DeskAid May 20 , 2005

Staff Preferences (continued)

+ Your Primary Office will always be your default office and is normally the office in which you
spend the greater amount of time or is the main Local Office or Comprehensive One-Stop Center
to which you are associated.

+ The Current Office will display the office you are currently logged into, which can be your Primary
Office if you have not changed it or it will display the new office you have logged into.

Note: Because this process could only be started after loading v3.3 into Production we will not have
everyone set up on May 23" when you will begin using the new version. A notification will be sent to
inform you when this effort has been completed. The Offices that will be displayed in your
Preferences will be those offices in your Administrative Area or WIA. If there is ever a time when
you will need to work in another office please notify the EKOS Team and that office will be added to
your Preferences immediately.

Screen Shot #1

» CUSTOMER > PROVIDER » EMPLOYER » STAFF

Screen Shot #2

- CUSTOMER ' PROVIDER »EMPLOYER ! STAFF

Office you are

currently )

logged into. Today’s
Date

[4r15i2005°

The staff person’s name and office associated with their current login will be displayed on each
page throughout the application. Today’s date is also displayed in the right corner of the page.
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Changing Your Office Location

When you are working in an office other than your Primary office you will log into Preferences and
click on the drop-down menu arrow. The list of offices that has been assigned to you will be
displayed in the drop-down. Click on the office you will now work out of AND click on the “Change
Office” button. (See Screen Shot #3)

Screen Shot #3

 CUSTOMER ' PROVIDER * EMPLOYER

T

0053 Frankfort OET
1056 Louigville Cedar StOET
1356 Louigville Preston Hwy OET

i

Once you make your selection and click on the “Change Office” button a Pop-Up Window will be
displayed telling you that you are now logged into another Office Location. Your new office location
will now be displayed at the bottom of the screen and throughout the application. If you
accidentally select the wrong office or you are going to work in another office that same day,
return to the Login Preferences screen displayed above and make a new selection. You should
always get the Pop-Up Window message telling you that you are now logged into a new office. The
office you are currently logged into will always be displayed at the bottom of the page.

(See Screen Shot #4)

Screen Shot #4
2} 0505 -- Web Page Dialog

Fou are now logged in to this coffice: 0059 Frankfort OET.
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Historical Office

A search field has been added on the Customer Search General Info Tab labeled “Historical Office”.
The Historical Search allows you to search for customers that are currently and/or previously been
provided services and/or activities at any time in your office. This includes any customer
associated to your office through Assigned Office on Customer Detail, Provider Service, Job
Referral, Inter-Agency Referral and Program Enrollment/Exit. NOTE: There is a time lag between
the time you enter an Activity or Service and when it is displayed in a Historical Search.

Examples of use: A search for your office using the “Historical Office” search allows you to
search for all Veterans, Ul Claimants, Trade participants, Migrant Farmworkers, etc., served in your
office within a specific timeframe. You can use any of the additional search criteria in conjunction
with your office.

- -

Central Kentucky Job Chr Lexington - WA« 010 2005 03/31/2005
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Azhland One Stop - Adult Education i

58N Vet | Status Seeker Mame Ohjective
160-52-9187 Wes |Active Bigelow, Sherene R Praperty Management Cn site or off site day to day managem j
382-64-3640 Yes |Active Deshler, Michael § To abtain full time emplayment.
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Modify Experience

You can now modify/update a customer’s Yrs/Mths Experience for an O*Net Occupational Title in
EKOS. To edit the Experience (Months) field displayed on the Customer Detail Objective page click
on the O*Net Title to highlight and then click on the “Modify Experience” button. In the example
the Months Experience is O for the selected O*Net Title. (See Screen Shot #1)

Screen Shot #1

Keihler, Gretchen

To work in a challenging environment where ny skills and knowledge will be an asset to the company.

Mursery and Greenhouse Managers
Farest and Congervation Technicians
Wanagers, not listed separately

Add alob Tite | Delete Selection | Modify Egperience | Skils Add an Employer | [Delste Selection

When you click on the “Modify Experience” button a pop-up window will appear displaying fields for
“Years” and “Months”. In the “Years” field you can enter a maximum of 60 years of experience. In
the “Months” field you can enter up to 11 months of experience. Once you have made your
change/update click the “OK” button. (See Screen Shot#2)

Screen Shot #2

Keibler, Gretchen

To work in a challenging environment where ny skills and knowledge will be an asset to the company. =

Biologists
Mursery and Greenhouse Managers
[F e

Managers, not listed separately

Add aJob Title | Delete Selection | Modify Experiene
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Modify Experience (continued)

Once you click “OK” you will be returned to the O*Net Title that will now display your changes.

Don’'t forget to click the “Save” button to save your changes to the record. The system converts

years of experience to months when it is displayed with the O*Net Occupational Title. Notice that

the 60 years of experience you entered is now displayed as 720 months. (See Screen Shot #3)

Screen Shot #3

Keihler, Gretchen

|| Gen.Info] Adrtnfo] Oective [work kst Eatic| Skits | Saved Searches| Actities| Comments| Tests| Adut Ed Entr > >

To work in a challenging environment where ny skills and knowledge will be an asset to the company.

MNursery and Greenhouse Managers G0
Farest and Conservation Technicians 720
Managers, notlisted separately 24

Add aJab Title I Delete Selection I Madify Experience I Skills Add an Employer I [elete Selection

Years and Months of Experience Rule

If you attempt to enter a number of years experience greater than 60 you will receive an error
message stating, “Your experience must not be more than 60 years.”

Keibler, Gretechen

|| Gen. nfol Adat nfo] Obiective| woric Hist.| Eatic| Skits  Saved Searches| Actiities | Comments| Tests| Ady B

To work in a challenging e Mt abuadl SO VEI L]

Tour experience must not be wore than 60 years.

Biologists
Mursery and Greenhouse Mar

Managers, not listed separate

Addadob Tite | Delete Selec

The Self Service Module has also been modified to allow the Customer/Job Seeker to include the
amount of past experience with each desired job title listed in the Occupation page of Resume

Builder. When the Job Seeker makes a change or adds experience this change will be reflected in
EKOS Mediated.
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Employer Status

A new field has been added to the Employer Detail General Info Tab that allows you to designate
the “Status” of the employer registration. The registration can have a status of Active, Inactive,
Deleted, or Archived. You should only use an Employer registration that is in Active status to
generate a job order. You will not be allowed to add employer services or job orders to Employer
records that are marked as Inactive, Archived or Deleted. If you have employer registrations that
are not valid or are duplicates you can change those records to “Deleted” status ONLY if there are
no job orders and/or employer services attached to that registration. If the registration cannot be

deleted because it has job orders or services connected to it you should make the registration
“Inactive”.

¥ CUSTOMER » PROVIDER ' EMPLOYER

ool -
[acive =]

& & D Landscaping & Lawn Care Service Northern Kentucky

DEPARTMENT OF LABOR Change
0021 Florence One Stop - DES Office
Carney, Allie

00738768-01

Keibler, Pam

300 ErentWood Lane

859-448-3027 853-448-0035

8539-250-9937 v, adlandscaping. com
ad.landscaping(@bellzouth. net wai, ad. lawn. care.com
W Landscaping Services MNAICS Lookup

o5/06/2003
Iv|

Activity Return to Search | Post a Hote

If you attempt to change an Employer registration to “Deleted” and there are job orders or
employer services attached you will receive the following error message.

Greater Louisville

505 -- Web Page Dialog

714017 768376029241 4080850327385

AFValidationError at fosos/request/employers/employer[Buuid='315']
This Employer cannot be marked as 'Deleted' because there are associated
jokhs or employer services

Activity | MewJob Fieturn to Search | Post a Mate
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Employer Status Search

A new field has been added to the Employer Search General Info Tab that allows you to search for
employers based on their registration status. You can search for employer registrations that have
a status of Active, Inactive, Deleted, or Archived.

¥ CUSTOMER ¥ PROVIDER % EMPLOYER

&
Inactive -

Employer URL

Two new fields have been added on the Employer Detail General Info Tab to allow the entry of the
company’s URL and an Alternate URL. The URL fields can be used to identify the employer’'s home
page or their human resources page. A URL is entered in the following format:
http://www.company.com. Up to 200 characters are allowed in this field. A Job URL field has also
been added to the Job Order for use as a contact method for the Job Order.

The URL information will be available in Mediated Production for staff and for customers in the Self
Service Module on the “How to Apply” sections.

' PROVIDER *EMPLOYER

‘General Info | Aqditional Info| Contact Info| Comments| Profite| Activity| Joh Ordors|
ocive =]

4 & D Landscaping & Lawn Care Service Hoithern Kentucky

DEPARTMENT OF LAEOR

0081 Flarence One Stop - DES

Carney, Allie I—
Keibler, Pam Change |

00738768-01

300 Brent %wood Lane

853-448-0035

859-280-9937 wi, adlandscaping. com
ad landscaping@bellzouth. net wi.ad. lawn. care. com

561730 || Landscaping Services I
05/06/2003
I
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Job Order

The Job Order General Info Tab layout has changed with v3.3. The fields have been arranged to
make the job order easier to read and to allow the information to be presented in a more logical

sequence.
» CUSTOMER » PROVIDER ¥ EMPLOYER » STAFF

‘General Info contact Info) Joh Detail | Jab Descrintion| Comments| Matches | Referrals | Saved Searches | Aut

A & D Landscaping & Lawn Care Service

BE1730 || Landscaping Services
00738768-01

08/07/2003 0505 - Mediated

10408/2003 Morthern Kentucky

Clozed DEPARTMENT OF LABOR Change
Office

10/08/2003 0081 Flarence One Stop - DES
Callier, Carla Change
Ot Titles

Regular -

Landscaping and Groundskeeping Warkers

Landscape Labarer

| A lewandria Eentucky
United States

Campbel

[Kebler,Pam  [6080-DESfrankiotCentOfice [0303/2005

Job Order Contact Information

The Contact Info screen layout is also changed in v3.3. Each Contact’s information is displayed
individually. If there is more than one contact for the Job Order you can select a different contact
from the drop-down menu and their information will then be displayed on the page.

Two new fields have been added in Contact Detail, Employer URL and Job URL:

The Employer URL is generated from the Employer Registration Screen. This field will be grayed
out on the Job Order Contact Detail and cannot be entered or changed on this screen. If you need
to make a change or add an Employer URL, click on the “Emp Detail” button to return to the

Employer’s registration to make the change.

The Job URL is generally the Company’s Human Resource web site where the Customer/Job Seeker

can apply for the job opening by registering with that Employer and/or submitting a resume.
¥ CUSTOMER - PROVIDER + EMPLOYER b STAFF

P.0. Box 465 Mewpart Ky 41072
Alexandria

United States

859-448-9027 859-448-0035

randersoni@bellsouth. net

Duplicate | EmpMewJob | < Boc| Mexts | Corespond | Print | Emp Detail | Retun to Search Post aMote | |
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Custom Tabs

Note: The Tabs currently in EKOS will gradually be changed over the next months to add the
additional functionality available with v3.3. There will be a limited number of new Tabs added until
after the release of the next version 3.4, which is scheduled for implementation in July 2005. V3.4
will be the version for Common Measures.

Custom Tabs in V3.3 have been enhanced to significantly expand and increase the use and
functionality of Custom Tabs. A maximum number of 99 Tabs can be added to the Customer Detail,
Comp Assessment, Services, Employer, Job Order, Provider and Offering Modules.

The Customer Module contains three of the Modules that can have their own Custom Tabs, Customer
Detail, Comp Assessment and the Services Module. To assist you in identifying which Module a Tab is
located each Custom Tab name for the Customer Modules will have an identifier as a part of the Tab
name. If the Tab is located in Customer Detail the name will have CD as part of the name, Comp
Assessment Module will be identified with CA and the Services Module will be identified with SR.
(This is not shown in the screen shots below but will be added in Production).

From the Customer Search Module you can conduct a search for all customers that have
information entered on a specific Custom Tab. Click on the “Custom” Tab and a list of Tab Names
will be displayed to the left of the screen. A message will be displayed under the Heading “Custom
Tab Search” instructing you to “Please select a tab name from the table on the left to use in
your search.” Click on the Tab Name to highlight your selection. (See Screen Shot #1)

_ Screen Shot #1
» CUSTOMER » PROVIDER " EMPLOYER v STAFF

Customer Search |

Quick Search| Education| Job Crtera| Text Search| Geograptic| Skits | Programs| List Search Custom|

Search Tab Name
Adult Ed ABE Level01 —
Follow-Up01
TAANATAADT

DAl Ed febaivmen i

Once you have highlighted the Tab Name selection it will be displayed on the right side of the
screen with a Yes/Null field labeled “Data exists?” Select Yes. “Yes” will then be placed in the
column titled “Search” next to the Tab Name you have selected. Click on the “Search” button.
(See Screen Shot #2)

Screen Shot #2

Customer Search Total: 6
1-6
Quick Search| General Info| Education| Job Criterial Geographic| Skills| List Search| Custom|

Search Tah Name
Adult Ed ABE Levall1 - ves [
Follow-Up01

Adult Ed Acheivernel2
TAAHCTCO2
WIA Training - Pard2

¥

55N Wet | Status Seeker Mame Ohjective
403-64-4068 Mo |Active Beauchamp, Larry E Seeking full time work in the production field —
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Custom Tabs (continued)
A list of customers associated to your Tab search will be displayed. Click on an individual customer
or “Select All” and click on the “Detail” button. The Customer Detail General Info page will be
displayed. If the Tab is on the General Info page click on the Custom Tab on that page, if it is a Tab
in Comp Assessment or Services you must select those Modules to access the Tab.

Screen Shot #3
- CUSTOMER ' PROVIDER  EMPLOYER

| -| Employment | Equcation| Financial| Famity| Healtn| Treatments| Legal Housing| Transportation| Comments| Taa ATAY >|>>

Worker worked in Leitchfield for 18 years prior

Production Laborers to his layoff because of pending closure of
$10.00 company due to foreign trade.

Once you click on the Tab Name on which you are searching (TAAATAA as in Screen Shot #3 above)
the screen below will be displayed. To “unlock” the screen click to highlight the Record ID shown in
the column to the left.

NOTE: Additional information will be provided on the changes and use of the Custom Tabs.

Screen Shot #4
- CUSTOMER ' PROVIDER ' EMPLOYER

1100-ves =]

11415420068

11.7500000

11/15/2004

13.07 00000
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Enhanced Match Process

Currently when you initiate a Match from the Job Order or the Customer and you do not get the
results you expected you have to essentially start the whole process over from the beginning.

New with V3.3 is the ability for staff to clear search criteria fields, change/enter new search criteria
and continue the search and match process without breaking the link between Search and Match.

When you click on ‘Clear’ you will receive one of the following messages, depending on whether
you are performing the match from the Customer or the Job Order.

When performing the match from the Job Order you will receive this message:

Would you like to exit from the Match process? Click on 'Yes' to clear all fields and end the match
function. Click on 'No' to clear all fields and continue searching in match mode. — message when
clicking Clear button from customer search window.

When performing the match from the Customer record you will receive this message:

Would you like to exit from the Match process? Click 'Yes' to clear all fields and end the match
function. Click 'No' to clear all fields and continue searching in match mode. — message when
clicking on Clear button from job order search window.

Note: When you click ‘No’ you have cleared all fields and must enter the search criteria
you do want to use. Otherwise you will match with all records in the system.

[T
O*het Titles

23 0505 - Web Page Dialog x|

Would you like to exit from the Match process? Click on 'Tes' to clear
all fields and end the match function. Click on 'No' to clear all fields
and continue searching in match mode.

Cam)
Preferred -

Technical £

Employ Kentucky Update
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Using the HELP Module

EKOS has an excellent manual in the HELP Module. If you encounter problems or need to review how
a process works click on the Help Module and select “System Help”.

Screen Shot #1
¥ CUSTOMER ' PROVIDER ' EMPLOYER

The Help Module contains help on the Customer, Comp Assessment, Employer, Job Order, Provider,
Offering, Services and Staff Modules. This manual is very comprehensive and will always contain the
most recent updates.

Screen Shot #2
- CUSTOMER ' PROVIDER ' EMPLOYER

Screen Shot #3
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ABOUT THIS PUBLICATION
Produced by the Office for Employment and Training, EmployKY
UpDate is intended to be an information exchange for continuous
training on EKOS for all users. Submit topics and tips you think
may assist other users to Michele Belcher at 606-433-7721 or
email to: michele.belcher@mail.state.ky.us or

ekos.project@ky.gov. Previous issues of this newsletter can be
viewed/printed on the Cabinet website at:
http://www.mykycwd.org/EKOS%20Newsletters/employky updat
e_newsletters.htm
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